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Rule I Sec. 1-6 
CITY OF RICHMOND | | 
PERSONNEL RULES 
RULE I 
DEFINITION OF TERMS 


Section 1, Allocation 


The assignment of a single position to its proper 
class in accordance with the duties performed and the 
authority and responsibility exercised. 


section 2. Anniversary Date 


That date which represents for an employee the date on 
which he was employed, and on which he becomes eligible for 
consideration for a salary advancement. Merit increases, 
cost-of-living increases or salary adjustment shall not 
operate to change an employee's anniversary date. 


Section 3. Appointing Authority 


The City Manager, as specified in Charter Article IV. 
Section 4. Appointment 


The offer to and acceptance of a person of a posi- 
tion in the Classified Service in accordance with the 
provastons of Article XTIL of the Charter and athese nudes, 


Section 5. Board 


The Personnel Board established in pursuance of 
Article sXigi of the Charter, creating a personnel system. 


Section 6. Class 


A eroup «of fpositions Sufficiently similar in .daties 
and responsibilities that: 


(a) The same descriptive title properly may be used 
to designate each position allocated to the 
class; 


(b) The same basic minimum qualifications may be 
required of all incumbents; 


(c) The same: selection devices may be used to 
screen qualified employees; 


(d) The same salary rate or range can apply with 
equity under substantially the same working 
COndLTLONS . 
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Section 6.1 Comparable Class 


A class that is sufficiently similar in duties and re- 
Sponsibilities that the same basic minimum qualifications 
may be required of all incumbents. 


section 7. Glass Specification 


A written description of a class which distinguishes 
it from every other class in the Classification Plan and 


provides a guide for the allocation of all positions in the 
Classified Service to classes. 


Section 8. Classified Service 


The positions which are included or which may here- 
after be included under the personnel system of the City. 


section 9. Demotion 


The movement of an employee from one class to another 
class which has a lower maximum salary rate and/or which 
has less difficult duties and responsibilities. 


Section 10. Displacement 


The termination of a provisional employee brought 
about by the probationary appointment, reinstatement or” 
demotion of another person. 


pection il, Hiagible 


A person whose name is on an employment list resulting 
from an open-competitive or promotional examination ona 
re-employment list. 


section 12. Employment List 


A list of names of persons who have qualified through 
an employment examination for a particular class and who 
are ranked in order of their earned final scores. 


Section 13. Immediate Family 


The immediate family of an employee shall include: 
wife, husband, mother, father, grandmother, grandfather, 
sister, brother, child, father-in-law, mother-in-law, 
prother-in-law, sister-in-law, step-children, stepfather, 
stepmother and all minors living as a member of the family. 
In unusual cases, the City Manager may make exceptions to 
these restrictions. 
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Rule I Sec. 14-90 
Section 14. Intermittent Employment 


Work which is less than full-time and less than year 


long, and which is generally ans SS at irregular in- 
tervals. 


Section 15. Open-~Competitive Examination 


An examination in which any citizen of the United States 
who meets the qualification requirements and who submits a 
proper application is eligible to compete. 


Section 16. Position 


A set of duties and responsibilities normally exercised 
by one individual, and which, even though vacant, can be 
described accurately. 


section 17. Probationary Employee 


An employee who has been appointed from an employment 
list but who has not yet completed his work test period. 


Section 18. Promotion 


The movement of an employee from one class to another 
class which has a higher maximum rate of pay and involves 
more difficult duties and responsibilivies. 


Section 19. Promotional List 


A list of names of city employees who have qualified 
through promotional examination for consideration for ap- 


pointment to a higher class, and who are ranked in order of 
their final scores. 


section 20. Re-employment List 
A list of employees who have legally been laid off. 
Section 21. Rejection 


The demotion or termination of an employee during his 
probationary period. 


Section 22. Salary Advancement 


An increase in salary, from one step to a higher one 
within the same salary range, generally but not necessarily 


based on a year of satisfactory, continuous service in the 
same class. 
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Rule I Sec. 23-27 


nection 235. Salary Reduction 


A decrease in salary, from one step to a lower step 
within the same salary range, for disciplinary reasons or 
for unsatisfactory performance on the job. 


Section 24. Termination 


Separation of an employee from the service of the City. 


eection 25. Transfer 


The movement of an employee from one position ina 


Class to another in the same class but in a differen ncsdqe= 
partment, 


Section 26. Types of Appointments 


The following are types of appointments: permanent; 
probationary; provisional; short-term, exempt; and emergency. 


section 27. Types of Service 


The following are types of service: regular and 


full-time; part-time; intermittent or as-needed; and 
seasonal. 
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Rule II Sec. 1-4 
RUEB DE 


GENERAL ORIENTATION 
section 1.0 Intent 


The objectives of these rules are to facilitate effici- 
ent and economical services to the public and to provide 
for a fair and just system of personnel management in the 
Municipal Government. These rules set forth in detail 
those procedures which insure like treatment for those who 
present themselves for original employment or promotion and 
the obligations, rights, privileges, benefits and prohibi- 
tions which are placed on all employees in the Classified 
Service of the City of Richmond. At the same time, within 
the limits of administrative feasibility, recognition shall 
be given to the fact that individuals differ, that no two 
individuals react alike to reward and punishment or to uni- 
form motivation and encouragement. For this reason, con- 
siderable latitude shall be given to the Personnel Director 
in the execution of his duties and responsibilities relating 
to employee morale and discipline. 


section 2. Discrimination 


No person in the Classified Service, or seeking admis- 
Sion thereto, shall be employed, terminated or in any way 
favored or discriminated against because of race, re- 
ligious belief, or political opinion or affiliations, or 
interest or membership or refusal to join in any organiza- 


tion of workers, as provided in Charter Article XIII, 
DECtTLON. LO, 


Section 3. Tenure of Office 


The tenure of every employee in the Classified Service 
shall be based upon continued satisfactory service, proper 
personal conduct, continuing fitness for his position, as 
determined by the Department Head, existence of need for 
the work performed, and availability of funds, as deter- 
mined by the City Manager. 


Section 4. Training and Self-Improvement Opportunities 


Each Department Head shall establish employee training 
programs for his subordinates, as approved by the City 
Manager. The purposes shall be to stimulate a high level 
of employee efficiency and to provide employees with op- 
portunity to improve their status. 


Pile. la sec. 5 


section 5, Amendment and Revision of Rules 


Recommendations for amending or revising these rules 
may be made by the City Manager, by the Personnel Director 
Or any employee. Such proposed rule changes or amendments 
Shall be submitted to the Personnel Board for their review 
and recommendation. At least ten days prior to their review 
by the Board, notices of such proposed amendments or revi- 
sions shall be posted on departmental bulletin boards in 
the City Hall, Hall of Justice, Corporation Yard, Parks 
Department Employee Room, and Fire Stations. ‘The notices 
Shall include the verbatim content of the proposed change, 
together with the time and place and date of review by the 
Board. At this time, duly authorized representatives of 
the employees may appear and be heard. 


Following this hearing, the Board shall submit the 
proposed change, with the Board's recommendation, to the 
Council for its consideravion:. 
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Rule III Sec. 1-2(b) 
RULE III 


CLASSIFICATION PLAN, CLASSES, AND POSITIONS 
(Amended by Reso. No. 195-73, adopted Nov. 5, 1973) 


Section 1. Preparation of Classification Plan 


The Personnel Director shall ascertain and record the 
duties and responsibilities of all positions in the Classi- 
fied Service. After consulting with appointing authorities 
and heads of departments affected, he shall prepare a Clas- 
sification Plan for all positions in the Classified Service. 


The Classification Plan shall be so developed and main- 
tained that all positions which are substantially similar in 
duties, responsibilities and authority are included within 
the same class, and that the same salary range may be made 
to apply with equity, under like working conditions, to all 
positions in the same class. 


The Classification Plan shall consist of a list of 
titles of the classes to which all positions in the Classi- 
fied Service are to be allocated and a written specification 
defining each class. The class specification shall include 
the class title, a summary statement of duties and responsi- 
bilities, a list of typical tasks and minimum or desirable 
qualifications for appointment, and may include such other 


pertinent material as the Personnel Director may deem de- 
sirable. 


Section 2. Adoption of the Plan 


Refore the Classification Plan or any part or revision 


thereof shall become effective, the following steps must be 
observed: 


(a) The Personnel Director shall meet with such author- 
ized employee representation as request it, within 
a reasonable time limit set by the Personnel Board, 
to discuss the proposed Classification Plan or pro- 
posed revision thereof. 


(b) After receiving approval of the proposed Classifi- 
cation Plan or proposed revision thereof by the 
City Manager, the Personnel Director shall submit 
it to the Personnel Board. 


Rule III Sec. 2(c)-3 


(c) The Personnel Board shall hold a public hearing on 
the proposed Classification Plan or proposed revi- 
Sion thereof after having required the Personnel 
Director to publicize the hearing in the manner 
they shall prescribe. After such hearing, the Per- 
Sonnel Board shall submit to the City Council the 
oroposed Classification Plan or proposed revision 
thereof, as the case may be, with the Board's 
recommendation thereon. 

(d) Following such submission, the City Council may, by 
resolution, adopt or disapprove the proposed clas- 
sification plan or proposed revision thereof or may 
revise the proposed classification plan or pro- 


posed revision thereof and adopt the same as re- 
vised. 


(e) The Classification Plan or revision thereof shall 
become effective upon adoption by the City Council. 


Upon adoption of the classification plan or any revi- 
sion thereof by the Council, its provisions shall be ob- 
served in the handling of all personnel actions and activi- 
tiles, budgeting, and payroll activities. 


Section 3. Adoption of Allocation Lists 


Immediately following the adoption of the Classifica- 
tion Plan, the Personnel Director shall prepare a list show- 
ing the class to which each position in the Classified Ser- 
vice is proposed to be allocated. He shall give written 
notice to each employee of the title of the class to which 
he proposes to allocate the employee's position. 


The Personnel Director shall discuss with each employee 
who requests it, or his authorized representative, the pro- 
posed allocation of his position. Following this review, 
the Personnel Director shall submit his proposed allocation 
list to the Board for approval. 


The Board shall require the Personnel Director to pub- 
licize, in the manner it prescribes, the fact that one or 
more public hearings will be held on the allocation of posi- 
tions. After directing such changes in allocation as it 
deems desirable, the Board will adopt the allocation list, 
and the Personnel Director will make effective the alloca- 
tion of positions. 
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Rule III Sec, 4-10 
Section 4. Reallocation of Positions 


After the initial allocation of positions, any position 
may be reallocated to a different class by the Personnel Dir- 
ector following approval by the City Manager and the Person- 
nel Board, provided such action is indicated by a change in 


the duties or responsibilities of the position or for other 
sufficient reasons. 


Section 5. Need for Change in Duties and 
Responsibilities of a Position 


Whenever, in the opinion of a department head, there is 
need for a change in duties and responsibilities of a given 
position under his jurisdiction, he shall notify the Person- 
nel Director of that need. 


Section 6. Nature of the Class Specification 


The class specification shall be construed as being de- 
scriptive, and not restrictive. Whenever a determination is 
to be made as to which class a given position is to be al- 
located, the specification of each class shall be considered 
in its entirety and in relation to other specifications in 
the Classification Plan. 


section 7. Revision of Specifications 


After the adoption of the Classification Plan, the Per- 
sonnel Director may, following approval by the City Manager 
and the Personnel Board and after considering the interests 
of the employees and department heads, revise the content of 
the individual specifications to reflect changes in class 
content, changes in labor market conditions, and for other 
valid reasons. 


Section 8. New Positions 


Before a newly-created position in the Classified Ser- 
vice can be filled, the Personnel Director shall, following 
approval by the City Manager and the Personnel Board, allo- 
cate the position to its proper class. 


Section 9. Records 


The Personnel Director shall maintain complete and ac- 
curate records which shall include a current specification 
for each class in the Classification Plan and a current 
allocation list. 


Section 10. 


If either the City Manager or the Personnel Board should 
disapprove of a proposal to allocate or reallocate a position, 
or to revise the content of an individual specification, the 
City Council may override such disapproval and direct that 
the allocation, reallocation, or revision of specification 
be made. 

=o= 


RULE IV 


COMPENSATION AND WAGE ADMINISTRATION 


On December 13, 1976, the City Council adopted 
Resolution 191-76 to amend the Personnel Rules by 


deleting Rule IV in its entirety. 


These provisions are now included in current salary 


ordinance. 


Replaces Pages 10 through 15 


Rule V, Sec. 1-l(c) 
RULE V 
RECRUITMENT, SELECTION AND APPOINTMENT 
DECCICH yD ie Recruitment of Applicants for Examination 


It shall be the responsibility of the Personnel Director 
to publicize each examination for appointments to the Clas- 
Sified Service to the end that the best available persons 
Shall be attracted to the service of the City. He shall, as 
a minimum effort in recruiting post examination announce- 
ments in the City Hall on all official bulletin boards, and 
in such public places in the City of Richmond as the Board 
Shall designate. The Personnel Director shall, whenever 
conditions warrant, make use of such media of publicity as 
the radio, newspaper releases and advertisements, advertise- 
ments in professional journals, and any other effective 
means of attracting qualified applicants for examination. 

No examination may be closed to the receipt of applications 
until it has been publicized for a minimum of 15 days. 


(a) Content of Examination Announcements. Each 
examination announcement shall specify the 
classification title, the nature of the work 
to be performed, the pay rate or range for 
the classification, the basic type of exam- 
ination, the score required to qualify in 
the examination, the relative weight to be 
assigned to each part of the examination, 
and the required passing score, the probable 
nature of the written test, if any, the mini- 
mum or desirable qualifications, the closing 
date for the filing of applications. The 
Personnel Director may, in addition, add such 
other information as he deems advisable. 


(b) Application Forms. Application for examination 
shall be made on forms provided by the Personnel 
Director. The application form shall require in- 
formation as to age, sex, citizenship, academic 
training and experience, convictions for criminal 
acts, if any, and such other information as the 
Personnel Director deems pertinent. Hach ap- 
plicant shall sign his application form. 


(c) Accepted Applicants. Each accepted applicant 
Shall be so notified in writing and shall be 
informed of the exact time, place and date 
of examination. 


Ps ae 


Rule V Sec. 1(d)-Sec. 2(a 


(d) Rejected Applicants. Each rejected applicant 
must be informed of the reason for his rejec- 
VLONSANAWriving:. 


An applicant must be rejected by the Personnel Director 
if the applicant clearly does not meet required minimum qual- 
ifications, or is physically or morally unfit to perform the 
duties and responsibilities of the class for which he has 
applied, has made a false statement of material facts, is 
addicted to the habitual use of drugs or the excessive use 
of alcohol, has been convicted of a crime involving moral 
turpitude or has practiced, or attempted to practice, de- 
CGptlon Oreiraudninahiseapplicatienm. 


Any applicant who has been accepted, but who later is 
found to have been in violation of any of the acts above 
Stated may be eliminated from further competition or re- 
moved from the eligible list resulting from the examination. 


The Personnel Director may, of course, reject an ap- 
plicant for good and sufficient reason not listed here. 


Section 2, Selection 


The personnel selection technique used in the employ- 
ment-examination processes shall be impartial, of a practi- 
cal nature and shall relate to those matters which fairly 
test the relative capacity of the persons examined to dis- 
charge the duties and responsibilities of the classification 
of positions to which they seek to be appointed. The selec- 
tion techniques used shall comply with the provisions of 
Paragraph Two, Section 1 of Article XIL]) of whe Civy Charver, 
No question in any examination shall relate to political or 
religious opinionvor atfriliavions. 


In any examination in which the Personnel Director 
deems it desirable to do so, he may include a quaiifying 
test or tests and may set a minimum qualifying standard. 


(a) Types of Examinations. There shall be two basic 
types of examinations: Open-competitive examina- 
tions and promotional examinations. 


There may be at least two general kinds 
of open-competitive examinations: Assembled 
examinations and continuous examinations, 
neither of which shall have a requirement of 
city employment. Assembled examinations shall 
consist of one or more tests conducted at a 
specified time and place at which applicants 
are required to appear for competitive examina- 


ee 
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tion under the supervision of an examiner, 
monitor, or proctor designated by the Personnel 
Director. These are open to any person who 

meets the minimum qualifications and other re- 
quirements set forth in the examination announce-~ 
ment or bulletin, or that are required by gen- 
eral law, such as the State Labor Code require- 
ment of American Citizenship. Continuous examina- 
tion shall consist of one or more tests conducted 
for one or a small number of applicants at various 
times coinciding generally with the filing of ap- 
plications. These are open to any person who 
meets the minimum qualifications and other require- 
ments as set forth in the examination announcement 
or bulletin, or that are required by general law, 
such as the State Labor Code requirement of Amer- 
ican Citizenship, provided that no candidate may 
retake a continuous examination within six (6) 


months for the same or closely similar classifi- 
Cation: 


Continuous examinations normally will be 
used, following notification to the rersonner 
Board, when one or more of these conditions 
exist: extreme difficulty in recruiting well- 
qualified new employees; strong need for quicker 
action than is possible in an assembled examina- 
tion; a pattern exists of relatively high or 
Sshort-notice turnover within a specific class of 
positions. 


Promotional examinations are open only to 
city employees who meet both of thes conditions: 
(1) each employee shall have all of the minimum 
qualifications and other requirements set forth 
in the examination announcement or bulletin; and 
(2) each employee shall either have been blanketed 
into the Classified Service, or have successfully 
completed a probationary period, or be working 
under a probationary appointment provided that 
the probationer must take the examination condi- 
tional upon his successful. completion of proba- 
tion in the lower classification. Promotional 
examinations in the Fire and Police Departments 
and promotional examinations for Department Head 
vacancies additionally shall be limited to quali- 
fied, permanent employees in the department con- 
cerned, provided that whenever, in the judgment of 
the Personnel Board, based upon the facts in each 
case, insufficient competition exists within the 
department for effectively filling a Department 
Head position, an open-competitive examination 
shall be used. 


as 


Rule V Sec. 2(b)-Sec. 2(3) 


(b) Conduct of Examinations. All examina- 
tions shall be conducted and controlled by the 


ree oS Director or his authorized representa- 
ve. 


(c) Notification of Examination Results. 
Bach candidate in an examination shall be given 
written notice by the Personnel Director of the 
results thereof, and if successful, On nse: ina. 
earned score and his relative position on the 
employment list. 


(d) Written Test Key Review. Candidates 
in promotional examinations shall have the right 
to review on the first working day following the 
administration of the written test, the written 
test key. This review period shall last for 
four (4) consecutive working days. During this 
time, each candidate is entitled to protest in 
writing against any keyed answer, providing the 
nature of his protest is clearly explained in 
writing and his reasons for objecting to the keyed 
answers are clearly set forth. Whenever feasible, 
the candidate will be required to cite authority 
for his protest. Upon the termination of the pro- 
test period, the Personnel Director will analyze 
each proper protest and to the best of his ability 
will make a fair determination as to the worth of 
each protest. He shall make such key corrections 
as he is convinced are proper, and shall then 
ae while the written test papers with the revised 
ey. 


(e) Review of Examination Papers. Except in 
continuous examinations, any candidate shall have 
the right personally to inspect his examination 
paper within seven (7) days after the date of 
mailing tentative notices of the final score and 
the position on the employment list. A candidate 
in a continuous examination may witness verifica- 
tion of the scoring of his examination paper but 
cannot personally inspect his written examination 
paper. No written notes may be made by the can- 
Gidate while he is inspecting his paper unless he 
received written authorization from the Personnel 
Director. Any error in computation called to the 
attention of the Personnel Director during this 
time shall be corrected. Such correction will 
not be made after the seven (7) day period. At 
the end of this period, the corrected employment 
list shall be established in accordance with 
Charter provisions. 
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Rule V Sec. 2(f)-Sec. 2(f) 3. 


(f) Veteran's Preference. Preference cred- 
its shall be given to veterans who compete in 
entrance examinations as provided below: 


ie For the purpose of this section, 
"veteran" means any person who has 
served full time for =30cday ceca 
in the armed forces in time of war or 
in time of peace in a campaign or ex- 
pedition for service in which a medal 
has been authorized by the government 
of the United States, or duringecie 
period September 16, 1940 to January 31, 
1955, or who has served at least 191 
consecutive days since January 31; 
1955, and who has been discharged or 
released under conditions other scuag 
dishonorable, but does not include any 
person who has served only in auxiliary 
or reserve components of the armed 
forces whose services therein did not 
exempt him from the operation of the 
selective Training and Service Act yo 
1940. For the purpose of this section 
the termination of World, War, Di shat 
be considered as of midnight, Decem- 
ber 31451946. 


er For the purpose of this section "dis- 
abled veteran" means any veteran as 
defined herein who is currently de- 
clared by the United States Veterans 
Administration to be 10 percent or 
more disabled as a result of his ser- 
vice. Proof of such <disabliivy scliars 
be deemed conclusive if it is of record 
in the United States Veterans Adminis- 
tration. Veterans whose disability is 
such as to prevent them from performing 
the duties of the class for which they 
are applying to take an examination 
shall be rejected. 


Se In employment lists generated from 
open examinations, candidates will be 
identified as "veteran" or "disabled 
veteran" if they meet the criteria 
established in paragraphs 1 or 2 above. 


Oe 
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4. The appointing authority will give special 
consideration to the employment of veterans 
and disabled veterans who are within reach 
on employment ists: 


Section 3. Employment Lists 


(a) As soon as possible after the completion =oream exemimation, 
the Personnel Director shall prepare an employment list consisting 
of the names of persons qualifying in the exeaminccae. 


(b) Except as provided to the contrary in paragraph (d)) of 
this Section 3, the names of candidates who have qualified stmecne 
examination will be claced in one or three ranges designated as 
Rank A, Rank B, or Rank C. All names within each rank shat 


considered equally qualified, and there shall pe no adqicvicone 
ranking Within each rank. 


Rank A shall contain the names of those candidates 
found To be the best qualified’ for theretlacas 


Rank B shall contain the names of those candidates who 
are well qualified for the class, buc Nov -as  fumiyeo me 
ified as those placed “in Rank fh. 


Rank C shall contain the names of those candidates who 
are. Cualitied) tor the class) but Not as fully qua lerired 
as those placed in’ Rank A or” BY 


(e) Except as provided to the contrary in paragrapn (@) 

OL CHAS Section 35° in promotional examinations only, the mac — 
mum number of candidates that may be placed in Rank A is five 

or one-third of all the eligible candidates, whichever amount is 
Breater. Similarly, the maximum number of candidates that may 

be placed in Rank B is five or one-third of al the. elicibie,can— 
didates, whichever amount is greater. There is no Limitation as 
to the number of eligible candidates that may be placed in Rank C. 


(d) ‘In promotional examinations for sworn police classaiti— 
Cations only, the names of candidates who Naver qualtited tie sven 
an examination shall be placed on a single, unranked list. Names 
of eligible candidates will be arranged in alphabetical order. 


PeCpLOM: Sek. Lite or Emoloyment. Lists 


Employment lists shall be established in accordance with 
Gharver provisions. Promotional ists shall be eftective” foc wc 
years from the date of establishment unless sooner exhausted. Em- 
ployment lists resulting from open competitive examinations shall 
be effective, with the exceptions shown immediately below, for two 
years, except that the City Manager may authorize cancallation of 
an employment list after it has been in effect for six months; 
however, said Cancellation is, subject to the prior approval “or 
tie Personne! Board when said list conteins any present, classititcd 
City employees. The name of a person who has been laid off shall 
remain on the re-employment list for a period of two years unless 


(Section 3 amended by Reso. No. 8-80, adopted 1/14/80) 
(Section 3.) amended by Reso. No. 19-75, adosted 2710775) 
ae 


Rule «eV Sec.. 3.1-Sec. 4 
that person is reappointed prior to the end of that period. The 
name of a person who has earned eligibility through a continuous 
examination shall remain on the employment list for a period of 
Fours Ce) months, and this may be extended once for an additional 


period of four (4) months," upon!’ proper request spoment ote) period 
Of eight. .Coy -momthar 


An employment list resulting from a continuous examination 
for a given classification shall not be €Staplache ce mmere uoy = 
ment list resulting from an assembled examination for the same 
classification exists, unless the latter is exhausted or the prob- 
ability exists that the latter list soon will bevexa2e--e 


SCC ULOMUr ass Removal of Names from Eligible Lists 


The name of any person appearing on an-eligible list shall be 
removed by the Personnel Director if the eligible! requestsm.2 
writing that his name be removed, or if he fails to respond within 
a stipulated time to a request that he appear for an employment in- 
terview, or if he has been three times certified for considerave® 
for appointment as the top name and has not been appointed. 


the Personnel Director shall notify the person of Ghee: 


that his name has been removed by a notice mailed to the last known 
address. of that person. 


whe names of persons: on promotional lists who resiten trons 
City service shall be removed Trom such lists: 


The name-ot any personewho declines am aopoinumenv te vanper— 


manent position for a total of three times shall be removed from 
tire. Cla giple List. 


DeCLLoOm Seas Names on Inactive Status 


Any person whose name appears on any eligible list shall have 
the right to request the Personnel Director in writine that ous 
name “be placed in an inactive status So that during the period re— 
qGuested, his name would not be Certified. Said person shall nave 
the right av any Gime «<durine the diffe of the list on which bts fame 
appears to request in writing that his name be restored to the list. 


In such event, his name shall be restored in accordance with his 
final earned score; 


Section 4. Procedure for Certification and 
Appointment of Eligibles 


Adiyvyacancies in the Classified Service shali-bevistlecamey 
re-employment, transfer, demotion, re-instatement or by the appoint- 
ment of elieibies cercified by the Personnel Direetor Treme@an 
aor opm laveviis 7, ai -such list Le avai lapie. In the absence of 
persons eligible for appointment in these ways, provisional appoint-— 
Wemoce 1m accordance witin the provisions of Article AL ol Pcie 
Charcucer anc these ules, may be permivved:. 


SOs 
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Ce i Ori ner eel Requisition for Personnes 


Whenever a vacancy in the Classiftedmserv.¢ mem ompcen | ea, 
the Department Head Shall prepare a requisiv womeormemee ot 
scribed by the Personnel Director, and shali=svavcmunceoyp mo. 
service, i.e., fulltime, seasonal, part=time or sme mio ene 
if other than permanént, full-time, shall describe the eprovanle 


duration of the appointment, and give such other information as 
LS] Der Unie nts. 


The Personnel Director shall advise the appointing ower => 
to the availability of employees for re-employement, requests for 


transfer, or demotion, and of eligibles on employment lists for 
Wletes slley se. 


if it is neither possible to fill the vacancy by re-employment ,; 
nor to the City's best interest to fill it by transfer or Generic 


certification shall be made from an appropriate eligible fist, 71e- 
vided eligibles are available. 


Section 4.2 Order of Certification lon 
Pili Les, 1 POM Bia gibple biscs 


WhENEG Ver .a request for Certification is to bpeemadc=mr ac 
Personnel Director shall be governed by the following regulations: 


ihere are four types of eligible 2ists.  Cerpiiicami cme om 


these Lists, if ach exist, shall be made in the order im ywoucn 
they are shown below: 


( Re-employment List 


ay 
2 Departmental Promotional List 
PrOMmOuLonal use 

Employment List 


Seciiuom ue ai Order Of CWeruit VOat mom «Ol i olic eo 1 uCe 
HIvVei bles from Exempt Vor lass iied 
Positions in the Same Class 


When a police officer has been certified and appointed to an 
exempt PpOSibion im @ classification which also imcludes claseiiaed 
positions, the employee shall be deemed to be still om the 1istv 
and Certitiable for Appointment to the first classiited postive, 
vacancy in the classification. When there is more than one exempy 
employee in the same classification, the order of appointment to 
Claseiiied positions shail be iby Seniority 2h the exempe position. 
Regardless of rank on employment list, employees in exempt DOSLELONS 
Will D@ appointed to classified positions ahead of all noua -emp lovee 
candidates on the employment list. 


Set uone 4.5 Certification from Re-employment List 

When a re-employment list is to be used to fill 4 vacancy, 
the Personnel Director shall certify the top name only, which 1s 
the wast, percom latd colt in that, class Ora Comparable Clase, and 


tie eapoommoine auLnorivy shall appoint such person vo Pill the 
Vacancy. 


(Amended by Reso. No. 178-75, Adopted 10-28-75) 
eo PB} hen 
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Section 4.4. Certification from Other 
Than Re-Employment Lists 


Section 4.4.1. Except as provided) tor tne wecontr yin 
Section 4.3, the number of available eligibles certified from 
employment lists established as a result of anvopemec competitive 
examination shall include all the names in Rank A. If there are 
fewer than four more names available in Rank A than the number of 
vacancies to be filled, then all the names in Ranke ee pa 
certified along with the names in Rank A. If there are fewer 
than four more names available in Ranks A and B combined than 
the number of vacancies to be filled, then all the names in Rank 
C shall be certified along with the names in Ranks A ancee eee 
there are fewer than four more names available im Ranks sj see 
C combined, the appointing authority may select from such Pesce: 
humber or request that another examination be held. 


Section 4.4.2. Except as provided to the contrary in Sections 
4.3 and 4.4.3, the number of available eligibles certified from pro- 
motional employment lists shall include all the names in Renkee 
If there are fewer than two more names available in Rank A than 
the number of vacancies to be Tilled, then all Chel names iene 
B shall be certified along with’ the names in Rank A. "it there 
fewer than two more names available in Ranks A and B combined than 
the number of vacancies to bei filled, then all the hames in) Ranke 
shall be certified along with the names an Ranks A “and Bl) Die there 
are fewer than two more names available on a promotional employment 
list, then thercertification of eligibles” from “an appropriave =7— 
ployment: list, Divone exists, will be made=in accordance wi sieve 
provisions listed i initherparagsraph avove. “In tne case Wievenicr. 
than one vacancy is to. bev tiled! from 4 certiticavicniom Ciaciote. 
from a promotional employment list, the appointing authority shall 
select candidates from the highest rank available until the number 
of availabie candidates aeitwo or Less, “in “which case. a selec eon 
from the next -lowest rank may be made. 


Section 4.4.3. Im the case of promotional Dists Tor sworn 
police classifications only, thevcertifieation wilt onciuide aii 
the available eligibles. 


Deer On «5. Appointing Procedure 


After due consideration, the Department Head shall make a 
selection Erom among those: available “eligibles cercuyrica, ana 
Sliall ammecmately notary the Personnel Direevor of The pers olor 
persons Selected. The Personnel Director shall thereupon mouliy 
the person selected, and if such person accepts the appointment 
and presents himself for duty at such time as the appointing 
authority shall prescribe, he shall be deemed to be appointed; 
otherwise he shall be deemed to have declined the appointment. 


(Section 4.4 amended by Resol. No. 8-80, adopted 1/14/80) 
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SECTION Designation of Types of 
Appointment and Service 


Nach appointment made to each city position shall 
designate one of the following types of appointment: 


l. Exempt: Appointments made in accord with 
Charter Article XIII, Section 3 (a). 


2. Permanent: Appointments earned by employees 
who have completed successfully their probationary 
period or who have been blanketed in by the provi- 
sions of Charter Article XIII, Section 9. 


3. Probationary: Appointments made from a proper 
employment list and in accord with the provisions 
of Personnel Rule V. 


4. Provisional: Appointments made pending examina- 
tion in the absence of appropriate employment lists 
of persons who possess the proper qualifications as 
determined by the Personnel Director; provided, how- 
ever, that an employment list shall be established 
for such positions within 180 days. No person shall 
be employed under a provisional appointment in any 
one position for a total of more than 180 days in 
any 2 month period, and no one posivi0on shawinbe 
filled by a provisional appointment for more than a 
total of 180 days in any 12 month period. 


5. Short-Term: Appointments made for a limited 
time only, generally not in excess of 12O days, 

and generally but not solely to process intermit- 
tent employments in certain recreation positions 
or to provide relief employments during vacation, 
extended sick leave, injury leave, maternity leave, 
and similar absences of regular employees. 


6. Emergency: Appointments made due to such cat- 
astrophies as fire, flood or earthquake, which may 
be made for short periods of time without regard 

to the Personnel Rules otherwise governing appoint- 
ments. 


Additionally, each such appointment shall. designate one 
or a combination of the following types of service: 


1. Regular and full-time 
a Part-time, wiiceh shall be a Gixecds and 


GOncvinuine porvion of a full-wame 7op. 


eee 
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Intermittent (or as needed) which may vary as 
to specific times worked and as to amounts of 
time worked. 


Seasonal, which. should not exceed six (6) 
months within any twelve (12) consecutive 
months, and which isay be full-time, part-time 
or intermittent. = ~ 
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RUBE VI 


PROBATIONARY PERIOD 


On December 13, 1976, the City Council adopted 
Resolution 191-76 to amend the Personnel Rules by 


deleting Rule VI in its entirety. 


These provisions are now included in current salary 


ordinance. 


Replaces Pages 26 and 27 


RULE VII 


ATTENDANCE AND LEAVES 


On December 13, 1976, the City Council adopted 
Resolution 191-76 to amend the Personnel Rules by 


deleting Rule VII in its entirety. 


These provisions are now included in current salary 


ordinance. 


Replaces Pages 28 through 39 
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RULE VIII 


IN-SERVICH PERSONNEL TRANSACTION 


Dec beeOM. eine General 


The purpose of this Rule is to provide an orderly 
method of controlling and effecting the movement of person- 
nel in the Classified Service. 


SeCculon 2. Promotion 


Insofar as practicable, and consistent with the best 
interests of the City and of the Classified Service, vacan= 


cies in the competitive service shall be filled by promo- 
CLOM. 


If any vacancy exists in any Department Head position, 
it shall be filled by the City Manager through a departmen- 
tal promotional examination restricted to employees of the 
department in which the vacancy occurs, unless, in the opin- 
ion of the Board, there is insufficient competition within 
the department. In this case, the Board shall request ine 
Personnel Director to hold an open-competitive examination, 
TOr the purpose Gf Tilling the vacancy . 


it a vacancy exists in the Unilormed series Or: (clacces 
in the Fire Department, or in the sworn peace officers 
Series in the Police Department, it shall be Titled py de-= 
partmental promotional examination restricted to employees 
in the respective departments. 


If a vacancy exists in any posivion in the Classified 
Service other than those mentioned previously in this sec- 
tion, it shall be filled by promotional examination, unless, 
in the opinion of the Personnel Director, there is insuf- 
ficlens cCoMmetbition, “In this case, the Personnel Direc Gr: 
shall hold an open-come:titive examination for the purpose 
of filling the vacancy. 


Nothing in this section shall be construed as prevent- 
ing the City Manager from filling any vacancy by means of 
re-employment, transfer, or demotion as set forth in Rule IV, 
Section 4, provided that such action shall be consistent 
With provisions of Article XIII of the Cherter and unese 
RULES. 


SecuLon) 3% Demotion 
The City Manager, upon the recommendation of the Le- 
partment Head involved, may demote any employee who requests 


it in writing. Such demotion shall be known as a voluntary 
demotion and shall be so noted on all official records. 


aOm 
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The City Manager, upon the recommendation of the De- 
partment Head involved, and the Personnel Director, may de- 
mote an employee whose ability to perform his normal duties 
has been impaired either through senescence or through in- 
jury or illness, provided that an employee injured in line 
of duty shall be retained on the salary of his present clas- 
sification if he is capable of performing any or thesdurics 
of the said classification. In such cases, the employee, if 
he has a permanent appointment in the higher class, may be 
granted a permanent appointment in the lower class, pro- 
vided he has the necessary qualifications as determined by 


the Personnel Director. Such demotion shall be without 
prejudice to the employee. 


The City Manager may demote an employee who has perman- 
ent status for disciplinary reasons or if such employee's 
performance on the job does not meet required standards. 
Employees may be demoted in lieu of discharge or suspension 
for these reasons only if tney have earned permanent status 
in the lower class to which demotion is contemplated. Such 


action shall require the recommendation of the department 
head involved. 


Written notice shall be given to any employee who is 
demoted not later than the date on which demotion is to be- 
come effective. Such notice shall be, on a. formprescr ped 


by the Personnel, Direcvor, and a, COOy Of such novice ssiiawe. 
bel piled. Wath wim, 


SEC ELON. Us Transfer 


A department head shall have the right to reassign any 
employee from one position to any other position in the same 
class in his department. However, no employee shall be 
transferred from one position to another posivion in che 
same class in a different department unless both department 
heads consent and the emoloyee so requests in writing; pro- 
vided that, in the best interests of the service and upon 
the recommendation of the Personnel Director, the City Mana- 


ger may so transfer an employee whether or not he requests 
AG 


All vacancies shall be posted on appropriate bulletin 
boards so that the present City employees may request 
tran Sree, 


Transfer shall not be used to bring about promotion, 
demotion, advancement, or reduction. 
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Section 5, Suspension 


The City Manager may suspend an employee from his 
position at any time for any just cause. Department heads 
may suspend an employee for not more than three days at any 
one time without the prior approval of the City Manager. 
All suspensions shall be reported immediately to the Per- 
sonnel Director upon forms prescribed by him. 


Section 6, Reinstatement 


An employee who has resigned with a good record as has 
been determined by the department head at the time of resig- 
nation upon the prescribed form may be reinstated within 
three years to his or her former position, if vacant, or 0 
a vacant position in the same or comparable class in the 
absence of an appropriate promotional eligible list. 


Reinstatement is not a right which an employee may 
exercise at his or her option, but rather a means by witich 


a department head may bring back an employee who has ren- 
dered fit and efficient service. 


An ex-employee who is reinstated is not entitled to 
sick leave for prior service. 


LD MUhe re wis ay question of physical orm mented adbaie ey, 
or of knowledges and skills, proper examinations may be 
required by the Personnel Director before an ex-employee 
can be reinstated. A medical examination shall be required. 


DEC Ola (rs Service or Performance Ratings 
Following Probation 


Each department head who deems it appropriate from 
his department shall have authority to establish and prop- 
erly use a system of rating the services of subordinate 
employees following app:oval by the Personnel Director 


and the City Manager of each specific departmental service 
rating sysvem, 


Say ligays 
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RULE IX 


TERMINATION OF EMPLOYMENT 


SEC ULOR General 


This Rule is intended to provide an orderly method of 
separating employees from service with the City. Fair and 
objective consideration shall be given to the best interest 
of the affected employee as well as to the best interests 
of the City. Permanent employees who are to be laid-off 


for lack of work, funds or other just cause, shall be given 
at least two weeks! notice. 


BeCulon 2s Resignation 


An employee wishing to leave the Classified Service in 
good standing shall file with his supervisor at least one 
week before leaving the service, a written resignation 
stating the effective date and reasons for resigning. The 
resignation shall be forwarded to the Personnel Director 
with a statement by the Department Head concerned evaluating 
the services of the employee. 


failure. tor comply with this: Rule shall” beventeredmon 
the employee's service record and may be cause for denying 
future employment with the City. Any resignation without 
notice shall be reported immediately to the Personnel Direc- 
tor by the Department Head. 


DeCcLoOne a. Lay-Off 


The City Manager may lay-off an employee from the 
Classified Service because of a shortage of work, lack of 
funds; Material Change “in duties or Organization, revi or 
an employee from a leave of absence, or for other valid 


reasons. All possibilities for a transfer must be exhausted 
De Oe) aie Ohi 


At least vuwo weeks prior to the eriecvive date of a 
proposed lay-off, the Department Head shall notify the Per- 
sonnel Director of the proposed ection with the reasons 
therefor, and shall submit at that time a statement certi- 
fying in each case, whether or not the services of the em- 
ployee to be laid off have been satisfactory, A copy of 
such Mmotice shall pe given to the employee aiiecced. 


Whenever the lay-off of one or more employees shall 
become necessary as defined in Article XIII of the Charter 
and in thie section, such lay-—olf shall be made wavaia 
Glassification and department when employees with permanent 
appointments in the class are involved. 


shee 
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The order of lay-off of employees with permanent ap- 
pointments in the class shall be in the reverse order of 
total cumulative time served upon the established date for 
the lay-off to become effective. ‘This will permit lay-off 
to the next lower class provided the total seniority ex- 


ceeds the total seniority of at least one employee in the 
next lower class. 


No employee holding a permanent appointment in the 
class from which lay-off is to be made shall be laid off, 
unless all provisional and probationary employees in that 
class have first been terminated. 


The names of probationary employees and employees with 
permanent status who are laid off shall be placed on ap- 
provriate re-employment lists in the order of total cumu- 
litive time served in the Classified Service toi thest.,.. 
Total cumulative time in such cases shall include time servec 
on military léave of absence from the Classified Service. 


Section 4, Displacement 


A provisional employee appointed to a position which 
subsequently is to be filled by the probationary appoint- 
ment of an eligible shall be terminated as soon as prac- 
ticable after the establishment of the appropriate list 
and in no case shall a@ provisional employee be employed an 
a class for which a list has been established more than 
thirty (30) days beyond the effective date of such list. 


pectiom 5. Other Terminations 

5.1 Death 

j.2 Discharge or Disnissal 

De on See reoua leanicapacicy 

5.4 Retirement 

5.5 Work Completion 
Section ©, Notice of Termination 

Department Heads shall notify the Personnel Director 
of all termination actions before or within two days after 
the termination has occurred unless specifically stated 
otherwise in this Rule. Such notice Shall be on forms 
prescribed and furnished by the Personnel Director, and 
shall indicate the time and reasons for termination, and 


whether or not the employee's services have been satisfac- 
COLCY 
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RULE X 
OUTSIDE EMPLOYMENT 
Sec uLOned. Power to Grant Request 


The City Manager shall have the power to approve the 
requests of a full-time employee to engage concurrently 
with his public service in outside employment or private 


business, provided such request meets the conditions set 
Ouv an S6CcuLon 2 Of this Rule. 


pection 2. Conditions Under Which Requests 
May Be Granted 


A full time employee may be permitted to engage in 
outside employment or private business, provided that: 


(a) Such activity does not affect the quality, the 
etficieny performance for punctuaiacy et siissvorksor 


cast discredit upon or create embarrassment to the 
City Government; 


(b) Such activity is part-time or occasional 
in natures; and 


(c) The employee's request is recommended by his 
department head. 


peculon 3, Procedure for Requesting Approval 


A full-time employee who seeks permission to hold 
outside employment or engage in private business concur- 
rently with his public service shall make such request in 


writing to his Department Head, setting forth the follow- 
ing informa vlon: 


(a) The exact natvre of the proposed activity; 


(b) The total weekly number of hours he proposes 
tO spend in such activity; and 


(c) The name and address of the place in which 
such activity is to be conducted, together with the 
name of the employer, if any. 


Section 4. Limitations on Approved Requests 


The City Manager shall have the power to revoke per- 
mission to engage in outside activity at any time for cause. 
Every case of outside employment shall be reviewed at least 
once annually by the Department Head to determine whether 
or not permission should be extended or cancelled. The 
Personnel Director shall make recommendations regarding 
outside employment to the City Manager. 


wits 


peCULOMaor Exceptions to the Provisions of this Rule 


No intermittent, part-time or seasonal employee shall 
be required to obtain permission to engage in outside em- 
ployment or private business, provided such activity does 
not cast discredit upon or create embarrassment to the 
City Government. The City Manager shall have the power to 
terminate any intermittent, part-time or seasonal employee 
whose outside employment casts discredit upon or creates 
embarrassment to the City Government. 


Section 6. Penalty for Violation 


Failure to abide by this Rule shall be just cause 
forsdisciplinary actLon vor discharge. 


mat See 
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RULE XI 


APPEALS - HEARINGS 


DECULOle is, Purpose 


It is the purpose of this Rule to provideman: 2... 
orderly procedure whereby any employee shall have the 
right to appeal to the Personnel Board relative to any 
Situation bearing upon his employment status or conditions 
of employment. However, it is expected that he has ex- 
hausted all other means within the City Service. It is 
further the purpose of this Rule to provide for itor. 
hearings to the maximum extent consistent with fairness 
to both the appellant and the City. An employee has the 
right to appear before the Board with or without counsel. 
In all complaints and appeals, the employee shall have the 
right and duty to state the nature of and the reasons for 
his complaint or appeal, to present his point 61 (view seu 
direct such questions as are proper to any employee or 
officer of the City who its involved and shally an ture 
required to answer such proper questions as the Board and 
any employees or officers of the, City may direct: tO. naim., 
provided such questions shall further the findings of Pacts 
in the case. In no case shall the Board be required to 
Observe formal rules of evidence. The Board or employee 
may require verbatim minutes to be taken of any hearings. 


DeCULon. 2. Peocedurerfor Requesting 
Hearing on Complaints 


Any employee who wishes personally to present his com- 
plaint to unes Board vshould first. have aired bis comp lata: 
to his supervisor(s), to this department head, to the Per- 
sonnel’ Directorvand to the,City Manager in the, order 
named.” Any gprievances and its reply shall. be reduced te 
Wrbcine and initialed by beth- parties, and.e copy of tthe 
grievance and its reply shall be given to the employee 
involved. Such documentation shall begin at the depart- 
ment head level. When these means have been exhausted, 
he shall submit; in writing; his request: Dor 2, hearing to 
the Personnel Director, which must include the documented 
statement that the appealing employee has presented his 
complaint to his department head, the Personnel Director 
and the City Manager; that he has not obtained the redress 
or corrective action which he seeks; the nature and the 
reasons for the appeal; and the corrective action or re- 
dress which the appealing employee wishes the Board to 
DYOVIde. 
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Ypon receipt of such request, the Personnel Director 
shall inform the individual board members, the City Manager, 
and the head of the department involved of the nature of the 
request. The Personnel Board must then provide a public 
hearing as indicated in Section 4 of this Rulemabe 1c 7cm— 
ployee shall be entitled to notification at least five days 
in advance of the hearing, although the employee may waive 
such right if he so wishes. In all such cases, the Per- 


sonnel Director shall notify the employee of the exact date, 
time and place of hearing. 


section 3. Procedure in Cases of Demotion, Suspension, 
Dismissal, or Reduction in Pay 


No employee in the Classified Service shall be demoted, 
suspended if for more than thirty days in any one calendar 
year, dismissed, or reduced in pay, except by the filing of 
written charges and by the order of the City Manager. 


A true and correct copy of such charges shall be 
served on said employee who shall have the right, within 
ten days after such service, to file his written answer or 
explanation to said charges. If the employee or former 
employee wishes to appeal or otherwise object to the ac- 
complished act, he must comply with the requirements in 
Section 2 of this Personnel Rule XI, beginning at the City 


Manager level, an order to obtain a public hearing: by atne 
Board. 


The failure of said employee to answer or explain 
said charges within ten days after the service thereof upon 
him shall be deemed an admission thereof and subject said 
employee without recourse to the penalty or punishment 
provided for in the order of the City Manager. 


Section 4. Investigations and Hearings 


Upon receipt of a proper request as indicated in 
Sections 2 and/or 3 of this Rule, the Personnel Board 
shall cause an investigation to be made of the entire 
matter, and schedule a public hearing thereon within a 
period not to exceed thirty days, which may be extended 
at the request of or with the consent of the appealing 
employee. 


LBs 
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The Personnel Director shall notify the appealing em- 
ployee, other employees involved, and the Board of the 
time, place and date of the hearing at least five (5) days 
prior thereto. Upon the conclusion of the hearing, the 
Board shall cause its findings and recommendations to be 
prepared ih writing and filed as an officiaerecc ra. ce 
Personnel Director shall deliver a certified copy of such 
findings and recommendations to the City Manager, the de- 
partment head, to the employee affected by such findings 


and recommendations, and to all other persons directly in- 
volved in the matter. 


Any member of the Board may submit a minority or sup- 
plemental report which shall be attached to the findings 
and recommendations of the Board. 
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RULE XIL 


SUSPENSION, DEMOTION, REDUCTION IN 
PAY AND DISMISSAL 


Section l, General Provisions 


The City Manager may suspend, demote, reduce in pay, 
otherwise discipline or discharge any employee in the Clas- 


sified Service, provided the provisions of Articles. Gieaa. 
of these Rules are adhered to. 


section 2. Bases for Suspension, Demotion, 
Reduction in Pay and Discharge 


The tenure of every employee holding a probationary 
or permanent appointment in the Classified Service shall be 
during good behavior and fit and efficient service, but any 
employee may be discharged, suspended, demoted or reduced 


in pay, or otherwise disciplined for any of the following 
reasons: 


(a) Conduet unbecoming an employee of the 
City Service 


) Incompetence or inefficiency 
(c) Insubordination 
) Neglect of duty 
) Immoral or disorderly conduct 
(f) Mental or physical incapacity 
(g) Damage to or waste of public equipment, 
property or supplies due to negligence or 


willful acts 


(h) Convietion for any criminal act involving 
moral turpitude 


(i) Unauthorized absence from duty 


(j) Wiliful violation of the provisions of Articie 
Mii sor the Charter or these nudes: 


The above reasons are indicative and not restrictive. 
Discharge, suspension, demotion, reduction in pay or other 
discipline may be based on reasons other than those speci- 
fically mentioned above. However, in all cases there must 
be adequate proof of the charges. 
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RULE Si 


MEDICAL EXAMINATION 
Be CULO. adn Purpose 


The purpose of the health service is to develop and 
operate a health and safety program calculated to improve 
efficiency. and morale of City employees. 


De CL aor sar Medical Examinations 


All persons appointed to either temporary or pro- 
bationary positions in the classified service shall be 
interviewed regarding personal health history and may be 
examined, depending upon medical history, age, and/or 
class specification. The examination shall be performed 
by the Public Health Director or other licensed doctor of 
medicine prior to initial appointment whenever possible, 
but at least within thirty G30) days of initial appoimememe 


All persons presently employed in the classified ser- 
vice who are to be transferred to a classification requiring 
more exacting physical qualifications than vheyposi gloom 
presently held shall be interviewed and examined by the 
Public. ‘Health Director or other licensed-docteorpof- medicine 
prior to such transfer whenever possible, but at least 
within thirty (30) Ways of such transfer: 


No appointment or transfer as defined above shall be 
made or be continued unless a statement by the examining 
physician is fited in the Personnel Office toitnewetrect, that. 


(a) The candidate does have the health and physical 
qualifications for the position as. curlincedsan 
the specifications: 


(b) Any physical incapacities the candidate may 
have are not such that his job performance wei 
be below the accepted level for the position 
Or consititure a danger to himselt or others: 
and 


(c) The candidate has been advised of any defects 
whieh shoulda or could be remedied. 


Mie detalled history fand record of jhe phys uceimex— 


amination Shall be Confidential and kept in “the ofiice oh the 
Public Health Direcvor. 


(Amended by Reso. No. 21-76, Adopted February 23, 1976) 


aay 


Rude Ohl .SoeCu. 


The Personnel Director, Public Health Director, and 
the various department heads shall work out the physical 
Specifications and requirements for the various positions 
in the Classified Service. 


All personnel in the Classified Service shall perio- 
dically be interviewed regarding personal health history 
and examined by the Public Health Director or other lic- 
ensed doctor of medicine. The Personnel Director, the 
Public Health Director and the various department heads 
Shall determine upon the basis of the type of work and 
other pertinent factors the frequency with which such ex- 
amination shall be taken. The detailed history and find- 
ings of such examination shall be confidential and kept in 
the Public Health Director's Office, except: 


(a) When a condition is discovered that may menace 
the health and safety of the employee's fellow 
workers or the public, or be detrimental to the 
City's interest; 


(b) When the employee examined requests that infor- 
mation regarding his personal health be reported 
to his employer or other person; or 


(c) When a report is required by law. 


Following the examination, a report shall be filed 
by the examining physician to the effect that: 


(a) The employee has been examined; 


(bo) Any physical incapacities are or are not such 
that his job performance will be below the ac- 
cepted level for the position and will or will 
not constitute a danger to himself or ovhers; 
and 


(c) The employee has been advised of any defects 
which should or could be remedied, 


Any employee may voluntarily request an examination 
at any time. 


The Personnel Director or Department Head may request 
an examination of any employee if there is reasonable 
cause to suspect that the employee may be a menace to his 
fellow workers or the public because of any health condi- 
wakeyaly 
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In any examination when a condition is found that is 
not a menace to others and does not affect fit and effici- 
ent service it will be the responsibility of the employee 
to accept or reject any recommendations that may be made 
for treatment of the condition. 


In any examination when a condition is found that 
affects the ability of the employee to provide fit and ef- 
ficient service in the position that the employee holds, 
it will be the responsibility of the employee to correct 
the condition if possible or to accept whatever action 


must be taken by the City because of his failure to per- 
form satisfactorily on the. job. 


In any examination when an employee is found to have 
a condition that may reasonably be expected to be a menace 
to his fellow employees or the public, it will be the re- 
sponsibility of the Personnel Director and the department 
head to take such action as necessary to assure the safety 
of other employees and the public, including but not lim- 


ited to forced leave of absence with or without pay, and 
termination of employment. 
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RULE XIV 


RESIDENCE RULE 
Section 1. 


With the exceptions indicated in Section 2 below, 
there are no restrictions upon City employees regarding 
residence. In certain open examinations, City residence 
may be required of applicants when, in the judgment of the 
Personnel Director, there is a sufficient number of quali- 
fied applicants residing within the City to assure adequate 
competition in the examination. In no case will City 
residence be required of current City employees who wish 
to compete in either open or promotional examinations. 


section 2. 


In order that all City employees shall be available 
for duty when necessary, the following rules shall apply: 


(a) All employees shall live close to rapid and 
frequent means of public transportation, or 
Shall provide themselves and maintain them- 
selves with adequate and dependable means of 
private transportation; 


(bo) All employees shall maintain adequate and 
dependable means of communications, such as 
telephone, which will provide a method of 
notifying such employees of the need for 
their services in serious emergencies during 
off-duty hours; 


(c) Each such employee shall be responsible for 
notifying his department head in writing of 
current residence, means of transportation, 
and method of communication, including tele- 
phone number. Any change of status must be 
reported within 24 hours; 


(d) Failure of any such employee to maintain and 
notify of residence, transportation and com- 
munication as indicated above may be con- 
sidered as a violation of this Rule, thereby 
subjecting the offending employee to proper 
disciplinary action or removal. 


(Amended by Reso. No. 61-75, Adopted April 14, 1975) 
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Section l. 


Rule XV _ Sec. 1-3(c) 
RULE XV 
PERSONAL CONDUCT 


Personal Conduct 


Employees are required at all times to conduct them- 


selves in 
discredit 


DEC OLO Men 


such a manner as to reflect no embarrassment or 
upon the City of \Hichnond, 


Financial Affairs 


Employees shall so conduct their personal financial 
transactions that creditors and collection agencies will 
not attempt to make use of the office of the City Manager, 
the department heads, or the Personnel Director for the 
purpose of making collections, 


Section 3. 


(a) 


(b) 


(c) 


rOMLCICaAL AGUsVa Cy 


An officer or an employee of the City (shatigucy 
directly or indirectly solicit or receive poli] 
tical funds or contributions knowingly from other 
officers or employees of the City or from per- 
sons on the employment list of the City. 


Every officer or employee of the City shall 
prohibit the entry into any place under his 
control, occupied and used for governmental 
purposes of the City, of any person, for the 
purpose of therein making or giving notice of 
any political assessment, subscription or con- 
tribution. “his subsection shall novrappiys co 
che audlvorium,.or other pleacesauseu. Lovicue 
conduct Of puplic. or political. raliiessor 
similar events, nor to any park, street, public 
land or other place not being used for City 
governmental purposes. 


No one who holds, or is seeking election or ap— 
pointment to, any office of City empoloymeny 
shall directly or indirectly use, promise, 
threaten or attempt to use, any office, author- 
ity or influence, whether then possessed or 
merely anticipated, to confer upon or secure for 
any person, or to aid or obstruct any person In 
securing, or to prevent any person from securing, 
any position, nomination, confirmation, promo- 
tion, change in compensation or position, within 
the City, upon consideration or condition that 
the vote or political infiuence or action of, 
such person or another shall be given or used 

in behalf of, or withheld from, any candidate, 
Officer, Or party, Or Upon eahny Ovher corrune 
condition or consideration. 


-55- 


al 
_ = Ves ¥ 
e , 
Pps 4if. 
7 _ ign « * 
Ta. = ; 
= ¢ - 


, 
U + 
‘ be rl 
‘ i é ' 
- . v/ 
Ps 
‘ie | 
- , ry a* 
: >? 
, ‘ 
\) ‘ 
* 


Rule XV Sec. 3(d)-6 


(d) No officer or employee of the City shall parti- 
cipate in political activities of any kind while 
he 15 An wai tern. 


(e) (Campaign activity by City Employees) 
(Repealed by Resolution No. 31-72, adopted 
February 7, 1972 per Writ of Mandate dated 
January 19, 1972.) 


(f) Each employee or officer who is in doubt about 
the propriety’ of a specific activity ono ae 
ected to discuss it with the Personnel Direccos 
and if necessary, with the City Manager. Tne 
Board will hear any employee who feels that 
the City Manager, in interpreting this secvicn 
or in establishing policy on points of@pol 
tical activity not covered herein, has intringed 
upon his rights as a citizen. 


(g) In addition to the above, the provisions of 
section 41s Article XiPL, of the City (Chacve 


concerning political activity shall. pe aqnerca 
TO. 


Section 4. “Gitte and Gratvicies 


No employee shall be permitted to receive gifts or 
gratuities for favors or services performed during the course 
of City employment. 


Section 5, Penalty for Violet on ot. Personal 
Conduct Provisions 


Failure on the part of any employee to abide by the 
provisions of this rule shali “be erounds for disciplinary 
action or discharge. 


(Amended -by Reso. No. 93-75, Adopted June 16, 1975) 
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Rule: avi Set. 1-5 
RULE XVI 
REPORTS AND RECORDS 
SeCcvion dL; Roster and Roster Cards 


The Personnel Director shall establish and maintain a 
roster of all City employees, which shall be a public rec- 
ord. This roster shall consist of one crm meres e-1- a 
cards for each employee in the service of the City. Basic 
information on each roster card shall include the employ- 
ee's name, title of position held, the City department in 
which employed, the salary received, changes in employment 


Status, and such other information as may be considered 
pertinent. | 


section 2. Change of Status Reports 


Every appointment, transfer, promotion, demotion, 
change of salary rate, and any other temporary or perman- 
ent change in status of the employee shall be reported to 
the Personnel Director in such manner as he shall pre- 
scribe, subject to the approval of the City Manager, and 
upon such forms as he shall provide. 


Section 3. Probationary Performance Reports 


All departments shall make and report performance 
ratings on all probationary employees in the Classified 
service. Such ratings shall-be* made in’a manner and av 
such times as are approved by the City Manager, and upon 
forms prescribed and provided by the Personnel Director. 


Section 4. Preservation of Personnel Records 


Roster cards and payroll vouchers shall be kept per- 
manently. All other records relating to personnel, in- 
cluding correspondencc, applications, examinations and 
reports may be destroyed after one year. 


SeCELON >. Records Shall Be Confidential 


All matters pertaining to personnel applications and 
interviews must be held confidential. The employee con- 
cerned, the person or persons within the department seek- 
ing to fill a position may have access to personnel records, 
as well as the Personnel Director or his designated repre- 
sentative. The Personnel Board may make said records 
available to others should the need arise in the Board's 
judgment. 
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RULE SkVIT. Seca. 1-2 
RULE XVII 
GENERAL PROVISIONS 
nection in ihe rsonneile board 
(a) Order of Business 


The order of business of the Board meetings will 
be as follows: 


Reading of Minutes of previous meeting 


) 

) Communications 

) Unfinished business 
) 


Consideration of problems and reports 


) Adjournment 


(b) Communications to the Board 


(1) All communications and requests to the 
Board shall.be made in writing. They scnal 
be sent to the Personnel Department in 
time to be included on the Personnel Board 
agenda. Such agenda shall be prepared and 
distributed to interested parties one week 
prior to a Board meeting. Communications 
and requests received after mailing of the 
agenda shall be referred to the Chairman of 
the Board. The Chairman shall decide 
whether the item may be presented at the 
meeting. The substance of such communica- 
tions and requests and the action taken 
thereon shall appear in the minutes of the 
meeting. 


(c) Public Hearings and Private Hearings 


All hearings conducted by the Board shall be 
in accordance with Article XIII of the Charter. 


SecuLon ses Amendment and Revision of Rules 
Request for amendment and revision of these Rules may 


initially be made to the Personnel Board at any regular 
meeting by any interested person. 
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Rule XVII Sec: 2-7 


Prior to its consideration of any proposed amendment 
or revision, the Board shall cause the proposed amendment 
or revision to be publicly posted at such places as the 
Board shall prescribe, for at least fourteen (14) calendar 


days, together with notice of the time, place and date of 
the hearing. 


At such hearing, any interested person may appear and 
be heard. 


section 3. Disclosure of Religious or 
Political Views or Atfiliavicns 


No question shall be directed in any part of the 
entire Personnel procedure to any employee or any person 
seeking to become an employee as an attempt to elicit in- 
formation concerning his political or religious belie: aser 
affiliations. No appointment to or removal from a position 
in the Classified Service shall be affected or influenced 
by any political or religious opinion or aifiliaeen 


Section 4, Fingerprinting - Investigation 


The Personnel Director shall require the fingerprinting 
of each person who is to be offered an original appointment 
to the Classified Service. 


The Personnel Director, in his discretion, may investi- 
gate or have investigated, the character, reputation and 
background of any person being considered for appointment 
to the Classified Service. 


DEC LILO edi. Waiver of Rights 


No officer or employee shall require a candidate for 
employment, or any temporary or probationary or permanent 
employee to sign any document whereby such person waives 
any rights accruing >; to him under the provisions of 
Article: XLEL Vor the Charter or of -chese hutes. 


Section 6. Violation of Rules 


Violation of the provisions of these Rules shall be 
grounds for dismissal, rejection, suspension, or other 
proper disciplinary action. 


Seculon. 7. Membership in Employee Pension System 


All Classified employees, including uniformed members 
of the Fire and Police Departments, must become members of 
the State Employees Retirement System as provided by the 
State Employees Retirement System regulations and proced- 
ures upon initial appointment to the City Service. 


-59- 


_ ip ie 3 
de SY mae y 

a) ; f 3 36- 3 ; 

ve» F 


= 0° & 
_ 


Rule XVIII Sec. 1-3(c) 
RULE XVIII 


SELECTION OF EMPLOYEE REPRESENTATIVE 
ON THE PERSONNEL BOARD 


Section l. Intent and Purposes 


The purposes of this Rule are to implement Article 
XIII, Section 6, Paragraph 3, of the City Charter, and to 
facilitate the continued use of fair, democratic nomination 
and election of a panel of three names to be considered by 
the City Council for appointment to the Personnel Board. 


Se CVLOM cy The Committee Representing City Employees 


All regular, full-time City employees in the Classified 
service shall be considered as a committee of the whole. 
At such times as an appointment to the Personnel Board is 
to be made from a panel of three names submitted by a com- 
mittee representing City employees, an election shall be 
conducted by the City Clerk. All regular, full-time 
classified City employees shall have the right to nominate 
persons to the panel. After completion of the nominations, 
all regular, full-time classified City employees may vote 
for three of those nominated. The three nominees receiving 
the highest vote shall be submitted to the Council. 


section 3. Conduct of Election 


The panel shall be selected through nomination and 


election conducted by the City Clerk. ‘The City Clerk 
Shedd: 


(a) Establish reasonable dates for nominations 
and Trecelot of ballovus:. 


(b) Appoint departmental representatives relating 
to geographical locations of City facilities 
to be responsible for conduct of the election 
within their work areas, or conduct elections 
With the stant of the Clerk's office: 


(c) Provide ballot boxes in such geographical 
foeations for receipt of vallots, 


SHO 


Rule XVLLL Sec. .3(d) 


(d) Provide a master list of regular, full-time 
classified City employees who are eligible to 
participate in the nomination and election. 


When an eligible employee casts his ballot, he shall 
sign the master list in the presence of the City Clerk or 
designated departmental representative. 


The City Clerk shall insure that persons nominated 
for the panel meet the City Charter requirements forerar] 
sonnel Board membership. The City Clerk shall also 
ascertain the willingness of nominees to serve if elected. 
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